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	EMPLOYMENT

       OPPORTUNITY
	1.  RPA #

9048 - BPM
ANALYST’S INITIALS

SM
DATE

10/22/14


	YOU MUST BE A PERMANENT OR PROBATIONARY STATE EMPLOYEE, A FORMER PERMANENT OR PROBATIONARY EMPLOYEE OR ON AN EMPLOYMENT LIST FOR THIS CLASSIFICATION IN ORDER TO APPLY FOR THIS POSITION.

	CLASS TITLE

Staff Services Analyst (SSA)
	POSITION NUMBER

308-100-5157-034
	TENURE

Permanent
	TIME BASE

Full Time
	CBID

R01

	OFFICE OF

Building and Property Management Branch
	LOCATION OF POSITION (CITY or COUNTY)

Downtown Sacramento
	MONTHLY SALARY

Range - 

A 2,873 – 3,600
B 3,111 – 3,895
C 3,731 – 4,671


	SEND APPLICATION TO:
Building and Property Management Branch

Headquarters Office
1304 O Street, Suite 300

Sacramento, CA  95814

ATTN:  Dianne Hill
	REPORTING LOCATION OF POSITION

1304 O Street, Sacramento
	

	
	SHIFT AND WORKING HOURS

Days – 8:00 am – 5:00 pm
	

	
	WORKING DAYS, SCHEDULED DAYS OFF

Monday – Friday,  DAYS OFF:  Sat/Sun
	

	
	PUBLIC PHONE NUMBER

(916)  324-6436
	PUBLIC PHONE NUMBER


	

	
	SUPERVISED BY AND CLASS TITLE

BPM Special Repairs Unit Manager (vacant)
	FILE BY

11/3/14


	<br>
IF YOUR ELIGIBILITY IS BASED ON THE ON-LINE SSA EXAM, <br>
PLEASE INCLUDE A COPY OF YOUR EXAM RESUTS<br>
AS WELL AS A COPY OF YOUR COLLEGE DIPLOMA/TRANSCRIPTS. <br>
<br>
PLEASE INDICATE RPA 009048-BPM ON YOUR APPLICATION<br>
<br>

The Department of General Services’ (DGS) Core Values and Employee Expectations are key to the success of the Department’s Mission.  That mission is to “Deliver results by providing timely, cost-effective services and products that support our customers.”  DGS employees are to adhere to the Core Values and Employee Expectations, and to perform their duties in a way that exhibits and promotes those values and expectations. <br>
<br>

SELECTION CRITERIA –<br>
· SROA/Surplus/Re-employment employment employees are encouraged to apply.  Please include a copy of your SROA documentation.<br>
· Transfer, reinstatements or recruitment from the employment list may be considered.  Consideration may be given to applicants on another department’s employment list provided the criteria are met to transfer the eligibility from the employment list to DGS’s employment list. <br>
· Applications will be evaluated based on eligibility and desirable qualifications and interviews may be scheduled. <br>
<br>
All work is accomplished and performed in accordance with the laws, rules, regulations, directives, policies and procedures that pertain to the State’s purchasing program, small business practices and competitive bidding. These include, but are not limited to, a variety of procurement methods such as; Leveraged Procurement Agreements including the California Multiple Award System (CMAS), Statewide Contracts (SC) and Master Service Agreement (MSA) and the Small Business/Disabled Veteran Business Enterprise (DVBE) Option. Purchases are issued in compliance with the Government Code, Public Contract Code, the State Administrative Manual (SAM), the State Contracting Manuals (SCM) Vol. I, II, or III, Department of General Services’ procedures and policies, DGS’s Office of Fiscal Services and the guidance of BPM Headquarters

staff. <br>
<br>
DUTIES<br>
Under the supervision of the BPM Special Repairs Manager, the incumbent performs analytical functions of average difficulty to support BPM Headquarters staff within Building and Property Management (BPM) and ensures departmental procurement procedures and policies are adhered to for completed Statewide Service Contracts. <br>


	CALIFORNIA STATE GOVERNMENT ( EQUAL OPPORTUNITY TO ALL REGARDLESS OF RACE, COLOR, CREED, NATIONAL ORIGIN, ANCESTRY, SEX, MARITAL STATUS, DISABILITY, RELIGIOUS OR POLITICAL AFFILIATION, AGE OR SEXUAL ORIENTATION.   IT IS THE OBJECTIVE OF THE STATE OF CALIFORNIA TO ACHIEVE 

A DRUG-FREE WORK PLACE.  ANY APPLICANT FOR STATE EMPLOYMENT WILL BE EXPECTED TO BEHAVE IN ACCORDANCE WITH THIS OBJECTIVE BECAUSE 

THE USE OF ILLEGAL DRUGS IS INCONSISTENT WITH THE LAW OF THE STATE, CIVIL SERVICE RULES, AND A SPECIAL TRUST PLACED IN PUBLIC SERVANTS.

DGS JOB HOTLINE PHONE (916) 322-5990                (            CALIFORNIA RELAY SERVICE FROM TDD PHONES 1-800-735-2929

GS1T (REV. 1/98) - BPM 03/00


	CLASS TITLE

Staff Services Analyst (SSA)
	POSITION NUMBER

308-100-5157-034
	RPA NUMBER

9048 - BPM 
	FILE BY


11/3/14

	<br>
ESSENTIAL FUNCTIONS<br>
Contracts<br>
In order to ensure the timely payment of Building and Property Management (BPM) invoices for completed Statewide Service Contracts in accordance with the Office of Fiscal Services (OFS) and Office of Business and Acquisitions Services

(OBAS): <br>
· Research and analyze all supporting documents submitted with vendor invoices for payment, to ensure accuracy and legal compliance and verify that the items and/or services have been received. <br>
· Prepare and audit the invoice transmittal by compiling all legally required documents in accordance with the Office of Fiscal Services’ rules and regulations. <br>
· Prepare appropriate verbal or written response of recommended course of action to resolve vendor invoice dispute by comprehensively researching and analyzing issue. <br>
· Provide broad technical information and guidance to BPM Managements Units to ensure accuracy and completeness of all required documents for contract preparation including a thorough analysis of contracts’ scope of work. <br>
<br>
In order to comply with departmental executive staff requests based on administrative direction, government code, executive orders, budget letters and other published guidelines: <br>
· Provide year end encumbrance report analysis as directed by the Office of Fiscal Services using Activity Based Management System (ABMS) encumbered document reports. <br>
· Analyze the Fiscal encumbrance/disencumbrance report provided by DGS, Office of Fiscal Services and identify monies to disencumber and make recommendations to BPM Executive Management on a quarterly basis. <br>
<br>
Receive service requests from other State departments, determine what is requested, identify the affected region, contact the Regional Assistant Branch Chief, explain the need and seek the determination if services can be provided.  Process the request and write and send a response to the requestor with the determination or request for further clarification and documentation when applicable. <br>
<br>
Serve as primary contact with Office of Risk and Insurance Management (ORIM) to maintain equipment maintenance records.  Identify equipment to be added or removed from the equipment maintenance contract by communicating directly with the BPM management units’ statewide and reporting information back to ORIM. <br>
<br>
In order to remain current on any revised and/or changed procurement policies and procedures per office policy: <br>
· Analyze new and changed policies to determine impact to BPM through periodic notifications from DGS Business Services Section (BSS) and the Procurement Division (PD) and communicates the changes through written instructions to all BPM Management Units. <br>
· Report to BPM Management any issues that may affect the Management Units’ ability to procure the necessary goods/services to operate buildings by citing the revisions to procurement policies or procedures. <br>
· Develop internal operating procedures pertaining to the purchase of services and/or goods based on policy and procedures revisions or new directives. <br>
· Recommend course of action to BPM Management, either verbally or in writing, to implement the changes to all BPM Management Units. <br>
· Respond to verbal or written requests regarding purchasing policies and procedures in order to provide advice and instructions and answer technical questions (in a manner consistent with the request), referencing documentation as necessary. <br>
· As the division Cal-Card Coordinator, clearly and concisely communicate policy changes and/or information to BPM Cal-Card holders and follow-up to insure compliance. <br>
<br>
Emergency Memorandums<br>
In order to assist BPM Management Units in procuring goods and services on an emergency basis and also to assist in expanding the number of small businesses and Disabled Veterans Business Enterprise vendors used in BPM in accordance with published departmental policies and procedures. <br>
· Contribute to the preparation of justifications and memorandums for approval for emergency and non-competitive bid purchases using information provided by BPM management to review and evaluate all justifications and memorandums requiring the Director’s approval to ensure the justifications and memorandums are in accordance with published policies, procedures and the DGS correspondence guide. <br>
<br>
Marginal Functions<br>
May act as back-up to other staff in the unit. <br>
<br>
KNOWLEDGE AND ABILITIES: <br>
Knowledge of:  Principles, practices, and trends of public and business administration, management, and supportive staff services such as budgeting, personnel, and management analysis and governmental functions and organization. <br>
<br>
Ability to:  Reason logically and creatively and utilize a variety of analytical techniques to resolve complex governmental and managerial problems; develop and evaluate alternatives; analyze data and present ideas and information effectively both orally and in writing; consult with and advise administrators or other interested parties on a wide variety of subject-matter areas; gain and maintain the confidence and cooperation of those contacted during the course of work. <br>
<br>
DESIRABLE QUALIFICATIONS: <br>
· Knowledge of purchasing rules and regulations. <br>
· Knowledge of DGS’ Activity Based Management System (ABMS). <br>
· Knowledge in the use of Microsoft Applications such as Word and Excel. <br>
· Experience handling multiple courses of action simultaneously. <br>
· Experience working with customers to resolve sensitive issues. <br>
· Ability to express ideas and facts orally and in writing in a clear and concise manner. <br>
<br>
SPECIAL PERSONAL CHARACTERISTICS: <br>
· Willingness as a learner to do routine or detailed work in order to learn the practical application of administrative principles; and demonstrated capacity for development as evidenced by work history, academic attainment, participation in school or other activities, or by well-defined occupational or vocational interests; willingness and ability to accept increasing responsibility. <br>
· Perform well under pressure. <br>
· Evaluate and develop alternatives to resolve complex problems with the highest level of interpersonal negotiating

skills. <br>
· Organize and structure work for effective performance and goal attainment with minimum supervision. <br>
· Ability to make sound decisions, recommendations and presentations to management and other stakeholders, clearly and logically, both orally and in writing. <br>
· Mature judgment, loyalty, and discretion. <br>
<br>
INTERPERSONAL SKILLS<br>
· Work well with a team. <br>
· Receive and follow direction from supervisor. <br>
· Communication skills, both oral and written. <br>
<br>
WORK ENVIRONMENT, PHYSICAL OR MENTAL ABILITIES: <br>
· Office environment, business dress for a professional office. <br>
· Present self in a professional manner. <br>
· Effectively handle stress and meet deadlines. <br>
· Maintain required job schedule. <br>
· Focus attention on details and follow work procedures. <br>
· Work closely with Regional and Building Managers in reporting departmental information. <br>
· Work closely with DGS Fiscal Services and OBAS concerning preparation of purchase orders and contracts to resolve vendor invoice disputes.<br>



